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RANDUM FORs Deputy Director {Plana)
SUBJECTs Paperwork Managament Progran

: 1, The Director has asked me o bring to your attenidon
gertain matiers on papervork mansgement in your area, end to
assiet you in applying the peridnent recommendations made by
the Hoover Commdsgion,

2. 'The Hoover Commdssion Report emphaglses the tremendous
savings which are possible by moving inactive records from active
office space o less expensive records center facilitles, 4
roviewr of the wolume of lnactive records in the Agency Records
Center indicates that only 1,8 percent of the 1B,000 cublic feet
sre Prom the D/P area, This sesms to indicate the retention of
& largs volume of insotive records in ective office space prathey
then in the Agency Records Center, :

3. Ae you doudbtless realize, the benefits from a good
regords dgposition progran are ssvinge in expensive safe equip=
mend, ssvings in persomnnel doliamrs, and amﬁg in square feet of
sotive clity office space as opposed to remved inexpensive stor-
#ge space in our newly established Records Center, Becsuse of
Hhis Agency's partleu securily requirements the investment in
safe equipment ls always a source of consern, Today, we estimate
this investmant at Hesdquarters slone at sbout two million dellars,

Y Besords disposition is only one of the ways in which we
~oBn Improve our paperwork menagement program, Equally important
are proper sontrols over records crestion snd records maintensnce
thyough active forms, reporis and correspondence programs, and
updfors £iling systems and procedures, These programs will pro=
yide g well integrated system for carrying out good mensgement
praciices,

5. Information obtained from responsible officials in your
ares points clesrly to the fect that not emough attention is
baing given to psperwork mansgement, I belleve this situsation
ean be lnproved by requiring the sppointment of the proper number
of psrsons who shall be unencumbered from other responsibilities,
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6, The facilitiea o ement Stafl are svailabls Yo
M&.ﬁ you at any time in enrr:gng forvard your program of

% menagemsnt, Flease sdvise me of the best way we
m ssaint m

L. X WHITE
Deputy Divector
{ Sapport)
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" MS/RMD/LGCighk (30 March 1955)
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